l. VENDOR MANAGEMENT

Vendor management includes all those activities associated with selecting, authorizing,
training, monitoring, and investigating the State agency's vendor population for the
pur pose of reducing fraud and abusein the WIC Program food delivery system.

A. Vendor Selection and Authorization — 7 CFR 246.4(a)(14)(i), (ii), and (iii): identify the
types of food delivery systems used in the State’sjurisdiction, describe, if used, the State
agency’s limiting criteria, describe the State agency’s selection criteria, attach a sample
vendor agreement, and describe, if applicable, the supervision and instruction the State
agency providesto local agenciesto which vendor agreement signing has been delegated.

B. Vendor Training — 7 CFR 246.4(a)(14)(xi): describe State and local agency procedures
for training WIC Program vendors and for documenting all relevant training.

C. High-Risk Vendor Identification Systems— 7 CFR 246.12(j)(3): describe the policies and
procedures for monitoring and identifying high-risk vendor s through the use of vendor

peer groups, food instrument redemption screening and analysis of overcharging, the use
of pricelists, and a system for tracking complaints. This section may be submitted separately
because it isno longer a State Plan requirement but must still be approved by FNS.

D. Routine Monitoring — 7 CFR 246.4(a)(14)(iv): describe the methods and scope of on-site
routine monitoring activities and the criteria used to select vendorsfor routine monitoring.

E. Compliance Investigations— 7 CFR 246.4(a)(14)(iv): describe the investigative practices
and procedures used to conduct both compliance buys and inventory audits for the purpose
of detecting, tracking, and documenting vendor noncompliance with program
requirements.

F. Vendor Sanction System — 7 CFR 246.4(a)(14)(iii): attach a copy of the State agency’s
sanction schedule and describe, if applicable, any option exercised under 8§ 246.12(1)(1)(i)
regarding trafficking convictions.

G. Administrative Review of State Agency Actions— 7 CFR 246.4(a)(14)(iii): describe the
procedures for conducting both full and abbreviated administrative reviews.

H. Coordination with the Food Stamp Program — 7 CFR 246.4(a)(14)(ii), (iv) (xxv): describe
the methods and procedures used to coordinate the monitoring and sharing of information
on vendor s who participate in both the WIC Program and the Food Stamp Program.

I. Staff Training on Vendor Management — 7 CFR 246.4(a)(14)(ii), (iii), (iv), and (xi):
describe the distribution of responsibilities and activities of those individuals at both the
State and local levelswho areinvolved in vendor management activities.
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1.

A. VENDOR SELECTION

Number and Digtribution of Authorized Vendors

a. The State agency useslimiting criteriato limit the number of vendorsit
authorizes:

[]Yes X No

b. If yes, check thetype of criteria used:
[ ] Vendor/participant ratio
[_] Vendors/local agency or dinicratio
[ ] Vendors/local service areaor county ratio
[] Vendors/geographic area (e.g., number per mile, city block, zip code)
[] Vendor/State agency taff ratio
[ ] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite):

2.

Vendor Application Periods

The State agency consider s applications:
X onan on-going bass

[ ] Annudlly

[] Every two years

[] Every three years

[ ] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite):

3.

a.

Vendor Sdection and Authorization

Thevendor selection criteria used to select vendorsfor program authorization
include:
X A competitive price criterion based on:
X Vendor applicant priceligts
X WIC redemption data
[] A Sae agency standard drawn from a price survey
[] A standard drawn from another source
[ ] Other (specify):
X A minimum variety and quantity of supplemental foods criterion that is
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X statewide
[ ] Peer group specific
[_] Other (specify):

X A businessintegrity criterion that includes:
X No hi gory, during the past Six years, anong the vendor's  owners,
officers, or managers of crimind convictionsor avil judgementsfor
adtivitiesliged in 7 CFR 246.12(g)(3)(iii)
X No history of other business-related crimind convictions or cvil
judgements
X Lack of previous WIC sanctions
X other (specify):lack of higtory of pgm violaions
X Lack of acurrent Food Stamp Program disqualification or civil
money pendty for hardship
[ ] A location necessary to ensure adequate participant access
X Redemption of aminimum number/volume of food instruments
X Satisfactory compliance with previous vendor agreement
X Certification by an approved State or loca hedlth department
[] Proof of authorization as an FSP retailer, indluding FSP authorization number
[_] Hours of operation which meet State criteria (Specify):

[_] Other criteria (specify):

[] Not applicable (explain):

b. On-dite preauthorization visits are conducted to verify information received during
the application process:

by SA by LA
[] X For vendors at initial authorization
[] [] For al vendors at authorization/reauthorization

C. The State agency routinely verifieswith the FNSfield office information provided
by vendor applicantsregarding the status of their Food Stamp Program retailer
authorization

[]Yes X No
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ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): Rule 31.32

4.

a.

Vendor Peer Groups

Vendorsareassigned to peer groupsfor selection/authorization:
X Yes [ 1 No

Peer groups are based on the following (check all that apply):
X WIC sdesvolume
[_] Grossfood sdles volume
[ ] Number of cash registers
[] Square footage of store
[] Other (specify):

I dentify and describe the State agency’s peer groupings (e.g., super markets,
medium and small grocery stores, convenience stores, etc.):

Peer Groups Description

$0-$1,999.99 monthly WIC $ volume
$2000-$5,999.99 mon. WIC $ volume
$6000-$19,999.99 mon.WIC $ volume
$20,0000 or greater

A WN B

If peer groups are subdivided based on location, check all the subdivisionsthat
apply:
Loca agency service areas

[] City, county or regiond divisons

[ ] Urbarvsuburbarvrural

[_] Zip codes

[ ] uni gue economic location (e.g. rurd idand, Sngle metro area)

[ ] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): Rule 31.32, 31.33, 31.34, 31.35



VENDOR MANAGEMENT
Vendor Sdection and Authorization

5. Vendor Agreements

a. Thefollowing reflect the State agency’s vendor agreement practices.
X All vendors have awritten agreement with the State agency
X A standard vendor agreement is used statewide
X Vendor agreements are subject to the State’ s procurement procedures
[ ] A nonstandard vendor agreement is used for;
[] Military commissaries
[ ] Pharmacies that only provide exempt infant formula and/or WIC-dligible
medica foods
[] All phamacies
[_] Home food delivery contractors
[_] Mobile stores
[ ] Other (specify):
X Vendors are authorized for a period of up to one year
[_] Vendors are authorized/reauthorized under renewable agreements, provided no
vendor violations occurred during the previous vendor agreement period
X All vendors are provided at least 15 days advance written notice of the  expiration
of the vendor agreement
X Other (specify): Reauthorized even if violation occurred if violations did not reech level
of apattern

b. In addition to the requirementsin 7 CFR 246.12(h)(3)(i)-(xxv), the vendor
agreement includes:
X Periodic submission of vendor priceligs. If so, specify frequency Annudly
[ ] Maintenance of records in addition to the required inventory records. If so,
specify types of records
[] submission of food instruments within a shorter timeframe than required by program
regulations. If so, specify timeframe
[ ] Redemption of aminimum number/volume of food instruments
[_] Minimum hours of operation
X1 Other (specify): Must maintain average WIC $ volume of at least $300/month

C. The State agency delegates the signing of vendor agreementsto itslocal
agencies:
[]Yes X No

If yes, provide a description of the supervision and ingtruction provided to loca
agencies enaure the uniformity and qudity of this activity.
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Please attach a copy of the Vendor Agreement or provide the appropriate Procedure
Manual reference below.

ADDITIONAL DETAIL: Vendor Management Appendix Vendor Agreement
and/or Procedure Manual (cite): Rule 31.32, 31.33, 31.34, 31.35
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B. TRAINING OF VENDORS

1. Vendor Training - General

a.

Annual vendor training cover sthe following content:

X Purpose of the WIC Program

X Supplemental foods authorized by the State agency

X Minimum varieties and quantities of supplementa foods that must be stocked
X Procedures for transacti ng and redeeming food instruments

X Vendor sanction system

X Vendor complaint process

X Changesin program requirements since the last training

X Recordkeeping requirements

X Replacement food instruments

X Participant complaints

X Vendor requests for technical assistance

X Reauthorization

X Reporting changes of ownership, location, or cessation of operations
X Procedures for gpped/adminigtrative review

X Training employees

X WIC/FSP sanction reciprocity and information sharing

[ ] Other (specify):

Vendorsor vendor representativesreceive training on the following occasions
and/or through the following materials (check all that apply):
X On-ste (in-store) meetings/conferences

X Off-site meetings/conferences

[] Duri ng routine monitoring vidts (e.g., educationd buys)

X] When specialized technical assistance is requested

X Written materials (e.g., newdetters)

X Audiotapes or videotapes

X Teleconference or videoconference

[ ] Vendor hatline

X state or local agency website

] Other (specify):

The following method(s) are used to evaluate the effectiveness of vendor training
(check all that apply):

X Evauation forms provided with training materials

X Pre-tests and/or post-tests regarding vendor policies, procedures, and practices

8
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X satigtica indicators, such as areduction in food instrument errors
[_] Educationd buys

X Record reviews

X Informal feedback from vendors and/or participants

[ ] Not applicable

[] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite):

2. Delegation of Vendor Training
a. The State agency delegatesits vendor training to:
[ ] Itslocal agencies
[_] A contractor
l. VENDOR MANAGEMENT
B. VENDOR TRAINING
[ ] A vendor association/representative, specify
[_] Another Sate agency, specify
X Not applicable

b. Indicate the frequency at which the State agency performed the following activities
during the past fiscal year:

Timed FY Activity

Provided comprehengive training materias to delegated trainers
Provided ingtruction on vendor training techniquesto delegated trainers
Monitored performance of delegated trainers to ensure the uniformity and

qudity of vendor training
X Not applicable
[] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite):

3. Documentsfor and Documentation of Vendor Training
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a. The State agency or the entity to which it delegates vendor training documentsthe
content of and vendor participation in annual vendor training:
X Yes
[ No

b. Vendorsor vendor representatives arerequired to sign an acknowledgement of
training when they have received the following types of training (check all that apply):
X Interactive traning [] Annual traning
[] Educationd buys [ ] Monitoring visits
X Remedia traning X other (specify): Teleconference trainings

C. The State agency produces a Vendor Handbook:
X Yes
[ No

If yes, provide in Vendor Management Appendix or cite Procedure Manual Reference.

ADDITIONAL DETAIL: Vendor Management Appendix Cashier Training Manual
and/or Procedure Manual (cite):
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C. HIGH RISK IDENTIFICATION SYSTEMS

1 Vendor Complaints
a. The State Agency hasa formal system for receiving complaints about vendors:
[ No

X Yes, complaints are received through the following:
X A toll-free number handled by State agency staff
X A standard complaint form which the complainant sends to the
X state agency
[] Local agency or dlinic
[ ] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite):

2. I dentifying High-Risk Vendors

a. What criteria doesthe State agency useto identify high-risk vendors:
X Low-variance
X High-meen value
[] New vendor
X Complaints againgt vendors
X1 Other (specify): WIC $ volume WIC $volume by regjister; high variance for contract infant
formula; vendor type (e.g. WIC-only)

b. | dentify the frequency for generating high-risk vendor reports:
[ Morthly XI Annudly
[] Quarterly [_] No set schedule
[ ] Semiannudlly [ Other (specify):

C. Check below the type of food instruments used in the high-risk vendor analysis:
X A full monthly food package for a

X woman X Infant X child

[_] Other (specify):

[] Standard food instrument type with multiple food items (eg., milk, cheese, and
cered)

[] Standard food instrument type with asingle food item
[_] Constructed food instrument (State agencies with nonstandard food instruments)

11
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X other (specify): food type e.g. cereal, cheese, juice, infant formula

d. To perform the high-risk vendor analysis, the State agency’s system aggregates a
vendor'sredemptions over the following time period:
Xl 1month []2months []3months [ |4months []5months [ ] 6 months
[] Other (specify):

e. Vendor redemption patternsare generally compared to:
[] Applicable peer group patterns
[] All vendors patterns Statewide
X Other (specify): Regiondly -- 11 regions

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0

12



VENDOR MANAGEMENT
Compliance Investigations

D. ROUTINE MONITORING

1 Routine Monitoring Vigits

a. Routine monitoring visits are conducted by:
X Sate agency staff
[ ] Locd agency daff
[ ] Other (specify):

b. | dentify the activities performed during a routine monitoring visit:
X Verify whether the vendor meets the stocking requirements for minimum variety and quantity
of supplementa foods
[ ] Check the vendor's inventory of supplementd foods and/or inventory records
X] Obtain the vendor’s shelf prices and/or vaidate the vendor’'s price list
X Review food instrumentsin the vendor's possession for vendor violations
[] Compare food instrumentsin vendor’ s possession with shelf prices to test for
vendor overcharges
X] Observe food instrument transactions
[ ] Conduct an educational buy
X Interview manager and/or employees
[ ] Review employee training procedures
X Conduct annual vendor traini ng or provide vendor with annua training materias
X Examine the sanitary conditions of the store
X Other (specify): Check for WIC approved shelf |abels, expiration dates, improper use of
WIC logo

C. Generally, routine monitoring visits are conducted:
[] Annudly [ ] Twice ayear X As needed
[] Other (specify):

d. Thefollowing proceduresare used in deter mining whether a vendor is selected for a
routine monitoring vist (check all that apply):

[ ] Random selection X Periodic/scheduled review
[ ] Periodic/scheduled training [ ] Complaints
[] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0

13



VENDOR MANAGEMENT
Compliance Investigations

|. VENDOR MANAGEMENT
E. COMPLIANCE INVESTIGATION
1. I nvestigative Practices

a. The State agency conducts:

X] Compliance buys (a covert, on-site investigation in which arepresentative of the Program
poses as a participant, parent or caretaker of an infant or child
participant, or proxy transacts one or more food instruments,
and does not reved during the vigit that he or sheisaProgram
representative.)

X Inventory audits (the examination of food invoices or other proofs of purchase to determine
whether a vendor has purchased sufficient quantities of
supplementa foods to provide participants the quantities
gpecified on food instruments redeemed by the vendor during a
given period of time))

[_] Not applicable (Proceed the to next section.)

b. Thefollowing procedures are used to determine which vendor s are selected for a
compliance investigation (check all that apply):
X Vendor isidentified by the high-risk vendor identification criteria
[_] Random sdlection
[ ] Geographica considerations
X Volumeof WIC redemptions
X Participant complaints
[ ] Other (specify):

C. The State agency uses standard proceduresfor conducting and documenting
compliance buys and inventory audits:
X Yes. If yes, please provide the guiddines in the Vendor Management Appendix or cite the
Procedure Manua reference: WV: 1.0
[ No

d. Theresults of complianceinvestigations ar e used to assess the effectiveness of the
State agency’ s high-risk vendor identification criteria:

(] Yes X No

If yes, check the items below that describe how the results of compliance investigations are used
to assess the effectiveness of high-risk vendor identification criteria:

14
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[_] An assessment is conducted on the prevaence of vendor violations detected during
compliance investigations of high-risk vendors versus the prevalence of vendor
violations detected during compliance investigations of non-hightrisk vendors.

1A high-risk vendor identification criterion is discarded if compliance investigations of high-
risk vendors identified by the criterion result in no vendor violationsafter  months.

[ ] Investi gative procedures and training are reevauated if compliance investigations of high-
risk vendors result in the detection of no vendor violations,

[] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0

2.

a.

Compliance Buys

The State agency conducts the following types of compliance buys:

X Trafficking buys (exchanging food instruments for cash)

X safe buys (transacting food instruments for al food items listed to seeif the vendor  will
overcharge)

X short buys (transacting food instruments for fewer food items than those listed to
seeif the vendor will charge for food items not received)

X Maor subgtitution buys (exchanging food insruments for non-food items or
unauthorized food items that are not Ssmilar to those listed)

X Minor substitution buys (exchanging food insruments for unauthorized food items that are
amilar to those listed)

X Other (specify): attempt to leave countersignature blank

Compliance buys are usually conducted by:

X WIC State agency staff

[ ] WIC local agency staff

[] Stateinvestigators

[ nvestigators retained on a contract basis (e.g., Pinkerton, Wells Fargo)

[ ] Interns, nel ghborhood residents, or program participants employed by WIC
[_] Another WIC State agency

[] Other (specify):

Who isresponsiblefor ensuring the proper execution of and follow-up on compliance
buys:

X WIC State agency vendor manager

[]wiClocd agency manager

[] Stateinvestigators

[] Contractor

15
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[_] Another WIC State agency
[] Other (specify):

d. If no vendor violations are detected, how many compliance buys does the State agency
conduct before closing a compliance investigation:
[ ] One X Three
[ ] Two [_] Other (specify):

e. If the State agency conducts a standard number of compliance buys per compliance
investigation, what isthe basisfor the prescribed number of buys:
[ ] Statelaw or regulation
X State agency policy or procedure
[] Leve of evidence necessary to impose vendor sanctions
[] Legal counsdl's advice
[ ] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0

3. Estimate the cost for conducting compliance buys, excluding expensesrelated to the
vendor appeals/administrative review process.
$140 Cost per compliance buy
[] Unknown
[ ] Not applicable

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0

4, Inventory Audits (If inventory audits are not performed, go to Question 5)

a. Thefollowing factors are used to determine which vendor s selected for compliance
investigations will receive inventory audits rather than/or in addition to compliance
buys:

[ ] Vendor has highest risk based on State agency’ s high-risk identification criteria
X Suspicion of vendor exchanging cash for food instruments (trafficking)

X Inconclusive compliance buy resuits

X Complaints

X Other (specify): observed low stock compared with WIC $ volume

b. The State agency conductsthe following types of inventory audits:
[] On-ste inventory audits

16
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X state agency inventory audits (vendor sends records to State agency)
[ ] Loca agency inventory audits (vendor sends recordsto loca agency)
[_] Other (specify):

Inventory audits are conducted by (check all that apply):

X WIC State agency staff

[ ] WIC local agency staff

[] Stateinvestigators

[ Invest gators retained on a contract basis (e.g., Pinkerton's, Wells Fargo)
[] Other (specify):

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0

5.

a.

Compliance Buy/Inventory Audit Tracking System(s)

The State agency has a means of recording and tracking staff person hours devoted to
investigation activities:
X Yes [ No [ ] Not applicable

The State agency has an automated system for tracking investigations that monitors
the progress and status of each compliance investigation:
X Yes [ No [ ] Not applicable

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0
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F. VENDOR SANCTION SYSTEM

Please attach and/or reference the location the State agency’s vendor sanction schedule.

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): WV: 1.0
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G. VENDOR APPEAL SHEARINGS

1 Types of Administrative Reviews

The State agency conducts which types of administrative reviews of vendor appeals
for the adverse actionslisted below. (Check all that apply):

Informal Abbreviated Full

Desk Admin Admin

Reviews Reviews Reviews

[] [] X Denid of due to competitive price or
minimum stocking selection criteria

[] [] XI  Denid dueto businessintegrity or current
FSP DQ or CMP

[] [] []  Denid based on limiting criteria

[] [] X Denid due to State agency selection criteria

[] [] [ ]  Denid dueto application outside timeframe

[] [] X DQfor WIC violations

[] [] [] DQ for Food Stamp Program DQ

[] [] []  DQfor Food Stamp Program CMP

[] [] X Other WIC Sanctions, e.g., fineor CMP

[] [] X Termination of vendor agreement for cause

l. VENDOR MANAGEMENT
G. ADMINISTRATIVE REVIEW OF STATE AGENCY ACTIONS

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite):

2. Administrative Review Procedures

a. The State hasa law or regulation governing WIC administrativereviews:
X State administrative procedures act
[] Statelaw pertaining to WIC only
[] State hedlth department law
[] State hedith department regulation
[_] State WIC regulation
[_] Other (specify):
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b. At which level does administrative reviews of WIC vendor appealstake place:
[] wiCloca agency
[ ] WIC State agency
X State health department
] Other (spedify):

C. Administrativereviews ar e conducted by:
X Hearing officers
[ ] Administrative law judges
[_] Other (specify):

d. Thefollowing procedures are followed for administrativereviews:

Abbreviated Full

Admin Admin

Review Review

[] X Opportunity for vendor to examine evidence prior to
review

[] X Opportunity for vendor to reschedule review date

[] X Opportunity for vendor to present its case

[] X Opportunity for vendor to be represented by counsel

[] X Opportunity for vendor to present witnesses

[] X Opportunity for vendor to cross-examine witnesses

[] [] Presence of a court reporter or stenographer

[] X Animpartial decision-maker, whose decision is based
solely on whether the State agency correctly applied
Federal and State atutes, regulations, policies,
procedures

[] X A written decision within 90 day's from request for
review

[] [] Other (specify):

e. Check the party(ies) below who may present the State agency case during a full
adminigtrative review:
X] WIC staff person assigned to case
X wiC State agency vendor manager

l. VENDOR MANAGEMENT

G. ADMINISTRATIVE REVIEW OF STATE AGENCY ACTIONS
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[_] WIC State agency director

[] Legd counsd (State Attorney Generd or Generd Counsel’ s office)
X Lega counsel (paid by WIC Program funds)

[_] Other (specify):

Please attach and/or referencethelocation the State agency’ sadministrativereview
procedur es.

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite): Rule 31.36

H. COORDINATION WITH THE FOOD STAMP PROGRAM (FSP)

1. WIC/FSP Information Sharing

a. An information sharing agreement between the WIC State agency and the FSP
isin effect, asper FNS Instruction 906-1, and ismaintained at the State agency:

X Yes [ 1 No

If yes, an updated list of authorized vendorsis sent to the FNSfield office:
X Once ayear

[ ] Regularly, at intervals of less than one year (specify):

[] Periodicaly, as changes occur

[ ] Upon request
[_] Other (specify):
b. State agency compliance investigator s coordinate their activitieswith their FSP
counter parts:
[]Yes X No

C. State statute, regulations, or proceduresrestrict the disclosure WIC vendor
and FSP retailer information to those permitted under 7 CFR 246.26(e) and (f):
X Y es (specify): procedures
[ ] No

ADDITIONAL DETAIL: Vendor Management Appendix
and/or Procedure Manual (cite):
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|. STAFFING AND STAFF TRAINING

1 Check below the routine formal training available to State and local level staff in vendor

management practices.

State Local
X L]
X L]
X L]
X L]
X L]
X L]
L] L]
X L]
X L]
X L]
L] L]
X L]
X L]
L]

[_] Other (specify):

Q
>
Q
8
=
8
3

[ o [

Vendor selection and authorization
Vendor training

Routine monitoring

Compliance investigations

Inventory audits

Corrective actions and sanctions
Crimind invedtigations

Vendor gpped Sadminigrative reviews
Federal and/or State WIC regulations
Prevention of vendor fraud and abuse
WIC/Food Stamp informetion sharing
High-risk vendor identification
Vendor management MIS system
Not gpplicable

ADDITIONAL DETAIL: Vendor Management Appendix

and/or Procedure Manual (cite):
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